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How do I Create  
a Change Order from a Converted 
Purchase Order? 

 
When a it becomes necessary to create a Change Order to a Purchase Order converted from Oracle. 

 

 Creating Change Orders 

 

1. Use the following instruction to navigate to purchase panels to create a 
Change Order. 

   
   

 
 Change Order History 

 

2. Once a change order has been process, access the “Change Order History 
panels the user can see what has been changed. 
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How do I Create  
a Change Order from a Converted 
Purchase Order? 

Step 1: Converted PO Change Orders  
  Quantity Changes 
 

Within our database we will have 2 different types of purchase orders.  

Ø Converted Purchase Orders from Oracle  

Ø New Purchase Orders created from Online Requisitions. 
 

This document will cover Change Orders to Converted Purchase Orders. You will have to follow the steps exactly 
to create the Change Order. 
 
To change a Converted Purchase Order online, you'll use the same panels you use when you update a Purchase 
Order, except that you will be creating a Change Order, and for this reason, you will be clicking a few different 
buttons to tell the system to create a change order as well as some unique keystrokes to enable the system to 
recognize the changes.   

⇒ Go 

⇒ Administer Procurement 

⇒ Manage Purchase Orders 

⇒ Use 

⇒ Purchase Order 

⇒ Lines 

The Update/Display Purchase Order dialog box displays. 
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How do I Create  
a Change Order from a Converted 
Purchase Order? 

 
The business unit of LBNL will default. 
 
Enter the Purchase Order number of the dispatched Converted Purchase that requires the change. 

 
 Click OK. 
 
  The Update/Display Purchase Order Lines panel will display. 
 

 When the panel opens, click the Fetch  button. The Line Details will populate the panel. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the “Schedule Tab” , and click on the “Fetch  Button” 
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How do I Create  
a Change Order from a Converted 
Purchase Order? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the “Schedule Details” button. 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 Click on the “Blue Check” change order button. 
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How do I Create  
a Change Order from a Converted 
Purchase Order? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you can see, the line has been un-grayed and will be open for editing.  When creating a change to the quantity, 
COPY the current unit price. When changing the quantity the unit price will disappear from the panel. Update the 
quantity, the system will not recognize the first attempt and will require a second. Once the second change is 
accepted by the system the price will be gone. 
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How do I Create  
a Change Order from a Converted 
Purchase Order? 

 
 
 Enter in the price field the current price you copied.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Click on the Lines tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Click on the “Line Details” button.
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How do I Create  
a Change Order from a Converted 
Purchase Order? 

 
 The Line Details panel will open up and you can click on the “Create Line Change” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will open the Purchase Order Line for editing. 
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Change the quantity on the line to the quantity from the “Schedule Details” panel. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 After you’ve changed the quantity, Click the Save  button. 
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How do I Create  
a Change Order from a Converted 
Purchase Order? 

Step 2: Change Order History 
 
You can access and review a history of the change orders for specific Purchase Orders. For each change order, 
you can review individual header, line, and schedule changes made to a purchase order since its initial dispatch. 
On each of these panels, you can scroll backwards from the most current version of the header, line, or schedule 
to the information originally dispatched. 
 
 

⇒ Go 

⇒ Administer Procurement 

⇒ Manage Purchase Orders 

⇒ Inquire 

⇒ Change History 

 
The Update/Display Change Order History dialog box displays. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The business unit of LBNL will default, click on the Search button and select the specific purchase order you 
want to view the change order history. 
 
Click OK. 
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 Header Changes 
 
 From this panel you will be able to view the various changes within the header panel.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Line Changes 
 
On this panel  you will begin to see changes that were made to the purchase order. Using the scroll bar you can 
access what changes were made. 
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Ship Changes 
 
On this panel you will see from the example that the Unit Price was changed creating the 
Change Order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Original Unit 
Price 

The new Unit Price. 
This change created 
the “Change Order”. 


